EHES
Announcement No. A-09-017

E*%iﬂ_j’gfg ,"E#& Mpsiiodel 04 FEB 2009

EERA: BERTF THSE
VACAN CY AN NOU NCEM ENT Closing Date Open until filled
F47H:
Date of Issue 28 JAN 2009
1.5&FE 4 Job title (F#R Grade _1-4 /FBHEFH LAD _2) SEAH 4 B EEFBH Area of Consideration
Administrative Specialist #9 No. of Recruitment | pJ 5 MLC/IHA BEXR (RBEXM)
T T Ve e A P e k- kbl Current MLC/IHA Employee within Activity
REVRADOAREMHE X # No [0 & Yes Topsi o e
. e . _ X ;| MLC/IHA R X B (BBE W)
,g?gg;? at I,‘P%[&@?%T@'P??, DZE Pfg}?ﬁ%‘@’gg@g% ,,,,,,,,, 14 Current MLC/IHA Employee in commuting distance
EE HER =z - HBER EE R 3 e = spe
Administrative  Trade & Service Security & Fire Medical grrit%i%cmfrﬁﬁéfj‘fpiﬁfg
2.EB[X Activity [] 44&R off Base Applicant
CBH Division, Supply Department, 5. DFEHE Type of Employment
U. S. Naval Air Facility, Atsugi
EFE3HFT Working Place: ## AL Oogami, Ayase-Shi % m;c
3. EpFE RS Work Schedule (B 40 BRI Hllhr/iwk) [] B5RS%I HPT
#1758 Work Day: Mon —Fri (OFF: Sun/Sat) X ".%"FH Permanent
#7585 Work Hours: 0800 - 1700 L
O] BR5E Limited Term (__# B Months)

X #8281 Regular [] %8/ Irregular
(] % #h4& Night Shift [X] %4 Overtime [X] H 384 Business Travel

6. B FENTE Duties
See attached sheet.

7. BE# KR Working Condition:

S.EMEMH.BWHEMH Qualification/Physical Requirements

- One year of work experience in any clerical, administrative, or technical field or completion of four-year college/university.

- Knowledge of general hotel operations.

- Skill in operating a personal computer system (MS-Office Suite, Word, Excel).

- Ability to speak, read and write English at average proficiency level (LAD-2).

Instruction for Applicants:

Non-Japanese Applicants: Only those who possess permanent residency visas are eligible. Please attach a copy of alien registration certificate
(both front and back sides) and copy of your passport (picture and visa stamp pages) to your application.

Former US Military Members: Please attach DD From 214 to your application. Former military retirees must first obtain approval for
employment under foreign government from the Chief of Naval Personnel and attach the approval letter to be considered.

- SOFA members and SOFA dependents (include SOFA spouse) are not eligible for MLC employment.

#EE 1 English Language Proficiency : [J#Z 7z L None []#1#k Basic XIF#k Intermediate []_E#& Advanced [J4¥E%XMAEH Exceptional

% FE Educational Background : See block #8 | $2 ¥ 5F. & T 5 License/Certificate Required : See block #8

9.12tH¥ % £ d Application and Associated Documents

*X LRGSR (&% - BE) Application for Vacancy Announcement (HROY Form 1, Front & Back) http://hro.cnfj.navy.mil

*X FPIE ISR EE Resume of Specialized Work Experience (HROY Form) http://hro.cnfj.navy.mil

*ME Al Complete * in [] B&RIET Japanese [X] #EET English [] &5 5 T3 Either

HROBERUNZEH T 2541, BEECLTUFOFEEZFTLALTRFIVY, EMEHRE . K4, EHE, AEFH A, EHFS. B, 2 S
P D IRE S LA . ERE (St BRI, BERE. FELVEBNARLI IR L) o Tobe considered for selection, resume must
include at least the following information: Announcement number, full name, citizenship, phone number, address, SOFA status, education backgrounds, work
experience (periods of employment, company name, description of major work, weekly hours of work). Any special skills and licenses related to the duties of the
position to be filled.

X HEDOREH EIIHT 5 EDDE L Certificate of English Proficiency (Copy)

X80 ALIF #fhfT L. BREEDOHBEES I K& ER/UV-EERAHE (12cm x 23.5cm)

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.)

X BFREELUNDFEIE, SFEABFIER U/ SR HR— ~/ZERED 3 E— For non-Japanese citizen applicants, copy of Alien Registration Card and Passport/Visa.

L &5 for Job Inquiries = H %€ Office to Submit EIEILERHE For Official Use
ELERE $HHE S Office/POC T252-1101 s I BT R L
HRO Atsugi Satellite Office EARE s A &} Oogami, Ayase-Shi PDN:
0467-78-2661 (DSN) 264-3426 / 3624 EARE# AEEB HRO BOX12 NAFATG-N42-010

sk JB JREE R ONRAST BB AT E OFF ) B 2R 1% e £ TlC L3845 Z &, Send application and attachments to HRO Atsugi SO by 1500 of the Cut
Off/Closing date of the announcement.

sk S BEER T MLC/IIHA BUE OB 2072 L TW R W ISEF RSB OSR L 72 0 £8 A, Ineligible applicants will not be referred for consideration.
PR SN G EHIZRBIK L LEH A, Submitted applications will not be returned.


http://hro.cnfj.navy.mil/
http://hro.cnfj.navy.mil/

6.8 FEAZA Duties

Services as an assistant to the Bachelor Officer Housing (BOH) manager for the BOH Central Linen, Supplies
and Furniture, Fixtures and Equipment (FFE)Section. Performs administrative and clerical work involved in the
documentary control of receipt, storage, issue and replenishment of items used in the billeting operation.

1. Acts as Facility Administrator of all BOH buildings. Inspects each room and reports in writing the results of
the inspection to the Housing Manager. Initiates requests for maintenance actions by coordinating with CBH
Maintenance Section. Acts as Fire Warden for all BOH billeting facilities making periodic inspections of
facilities for fire prevention measures in accordance with the regulations.

2. Manages furniture, fixtures and equipment (FFE) inventory for both appropriated and non-appropriated
funds. Maintains the balance of physical and document quantity of FFE, keeping ledgers on a personal
computer with a customized software. Ensures all the data in the FFE inventory balance ledgers reflect actual
status. Reconciles the BOH FFE Non-appropriated Fixed Assets and minor property with CBH Bookkeeper.
Provides accurate FFE database for annual budget preparation. Inspects each BOH room to check conditions of
FFE and posts in each room inventory sheet of FFE assigned. Reports in writing any discrepancies to the
Housing manager and takes proper corrective actions such as initiating work requests for repair, survey
documentation, DRMO turn-in, etc. Replaces old FFE with new as required. This may require storage and
lifting FFE.

3. Manages the Central Linen and Supplies Section in BOH. Advises the BOH Housing Manages of the status
of inventory and recommend actions to improve linen supply services for tenants. Ensures adequate clean linen
and house keeping supplies are available at all times. Coordinates with the BOH Housing manager and the
Housekeeping Supervisor to prepare for large movements of tenants or any other special requirements.
Procures and replenishes linen and other supplies stock by initiating requisitioning actions to Supply
Manager/CBH Manager.

4. Performs other related tasks as assigned.
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